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Advanced Accounts Payable
Course Objectives

* @Get a better understanding of accounts payable accounting
and funding.

* Learn time-saving techniques for direct invoice entry.

« Understand the three-way match and how 1t affects
logistics invoicing.

* Be able to process a MIRO credit memo.

« Learn what reports are available in AASIS for accounts
payable functions.

* Get an overview of the process for generating payments
from the AASIS system.
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Fund Accounting Review

« Before a bill can be paid in AASIS, there must be cash in
the FUND and appropriation (budget) in the FUNDS
CENTER.

e The Fund refers to the money deposited in the bank or
treasury.

* The Funds Center refers to the appropriation or permission
to spend money from the agency’s appropriation act.

* The timing — the point at which AASIS checks for funds
and appropriation — can vary according to the transaction.
This will be explained in more detail.
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How Does AASIS Know Which

Fund to Use?

The cost center entered on the invoice or purchasing
document 1s linked to a specific fund and funds center
combination.

AASIS derives the fund from the cost center code.

E Document Overview - Display

i
G2 P AT EF D@ [ @ @S E Tt {5
Doc. type @ KR [ Wendor dnwodice ] Hormal documen t
Doc. Humber 1A6EEE1313 Company code R E F4 al ye 20064
Doc. date By 01/2003 Poszting date BF /082003 Pe d a1
Ref.doc. aviadias
Doc. currenc il uso
Itm |PK [Accoun t fccount short text Tx |Busd (Fund Funds Center Cost Ctr Amount |Text
1|31 |100@83460 |PONCA BIEBLE CAaMP [eRck=t ] E, 000 00- |AGFC-SHHUSL [#2 OF 10) LEASE F
2|40 |5040005000 |Rent of Facilities GOS80 |SDGEA000 (259 470855 £, 000, 00

SN
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Which Fund and Funds Center Are
Attached to Your Cost Center?

« ZFMaI1 1s the transaction to view the cost center-fund-funds
center connection.

5# ¥ Special Transactions & Reports (State of Akkanzas il
[* |__] materials Management
% ¥ Financial Accounting

] Seneral Ledger

| Accounts Receivable

] Accounts Fayable

] Fixed Assets

] Cash Managemeant

% Funds Management

)] R O S &

57 o Reporing
[» [_] pudgat
[» [_] pudgetitictual
G;f:' ZFM1 - Cost Center Account Assignment
Ea ZFM2 - WBS Element Account Aszignment
[+ ] contralling
[* |__] Human Resources
[» ] Tools
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| 2 i BICcOe SHEB N0L0 DR @
Cost Center FIM Account Assignment

Reportspecific selactions
Cost Center 288261 to

Business Area
Functional Area
Fund

Funds Center

olefolelelo

P I S
o o o o o

Fiscal rear Begin Date

COutput specification

Layaut

Enter the cost center number to see the fund/funds
center code or enter the fund or funds center codes to
view all attached cost centers.

b zew b sspetr
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Beport  Edit Goto  System  Help

2dH GO BDEE SNAas EER @m

Cost Center FIM Account Assignment

=R EEIEP-E BRI =Y =R EE R w E Y

Cost Center FM Account Assignment

Crescription| Business Area| Functional Are und
dfa os10 AL HSCE101 (272 12#}?003

Funds Center|wMd fram Aszigned an
1200352003

Cost CentefHame
83201 DF A

If using this cost center, this is the fund and funds
center that the invoice will be paid from.
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Checking for Cash 1n the Fund with
the Trial Balance

Menu  Edit Fawaorites

SAP Easy Access AASIS MENU
&= | & | & B2 | |-
D F awarites

=7 E SAP menu
[» ] office
[ (] Logistics
[» D Accounting
[ D Human Resources
[» D Information Systems
7 a Special Tranzactions & Reports (State of Adansas)
[ D Materials Management
7 'a Financial Accounting
=7 a General Ladger
@ ZPAX - Automate Payroll Fund Transfers
@ ZRGL - General Ledger Queny
@ ZFBAL - TREASURY FUND BALAMCE REPORT
% 4 Reporting (SPL)
2 E Balance sheet repors |

|[«][»]

@ Y_DEW_20000007 - Statement of Met Assets
[ D Incame statements
D D Accounts Receivable
[» D Accounts Fayable
[ [ Fixed Assets

[a]lv ]I

| [ | SESSION_MANAGER sapedv | INS
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Trial Balance sheel: Selection

. Extract Parame ters. ..

@ E [5% Variation Eﬁ Output Parametars...  Data Source
Selection walues

Fiscal ywear 2004

Period fram

Period to 12

Selection groups
Account group ZFI-TRIAL-BALANCE

Or waluels)

Agency group

Or walue(s)

Fund group

Or waluels) ETH1500

ta

ta

ta

(] g [o

To check for available funds, enter the fiscal year.
Period from should be blank. Period to should be the
current period or 12. On the last selection line, enter
the fund for which you want to obtain the balance.

Execute the report.
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Bepot Edit Zoto  Wiew Extras Settings

BdHSCE@ SHE Do EE @

Trial Balance

HMdkEEHOD BT O &afMEaE T E T E S E w140 0] E R
bgency: * E
[~]

Wariation: Characteristics Fund: ETHASAGG
Feriad O Feriod:@. .12
Fund E Cradit < Ealance
110006610680 Treasury [285, T47.31) 37, 792.04
Wariation: Period 11000881881 Treasury Outgoding [E9, 061, 38) [1085.32) —]
- . 1100081302 Treasury Incoming [31,58459.00] o.an
< (4" ZFIZTRLBAL Selection O 1106861863 Treasury EFT Out (1,120, 66 B, @
ooo BF 1100081085 Treasury Tnsfrz Out [48,293.21) a.0a
L 1100081808 Treasury Tnsfrs In [134,458.07)
og JUL BE |+ Cash in State Treasury (578,528 97] 37, BEE.TE >
002 AUG 11400063068 DT({OF Clearing [958, 614.71)
003 SEP ﬁ * Interfund Receiwvable [958, 614.71] [EB. @24 35)
19901508060 Equipment [Madified] ] 15,011 404 |
o004 acT ﬁ * Modified dccrual Fixed fbssets a 153,011, 48
005 NOV 19913608000 Equipment Full CAFR ] 15,011 44
19913610680 Equip. F Contra CAFR [15,011.403) [153,011.403)
o0& DEC 18925008060 AC Dep Equpmnt[Full] [1,945.57) [1.945.57)
007 JAN ﬁ * Full bcerual Fired Assets [16,959.397] [1.948.37)
21106610860  Yendor AF [43,734.09) [79.497)
002 FEB 211000811688 vendor Accrued Liab [B7.84) [BT.84)
003 WA 211001008 GRIR Eroart rs 62) R
@aring [225,915.62) [169. 48]
010 AFR - * hecocounts Pawable [263,993.53) [317.27)
Tl omas vane 211006030680 DOue To Other Funds [1,476.82) a.oa

The balahce wiII_ be displayed in the Balance line for cash in
State Treasury (or cash in bank if it is not a treasury
account). You cannot pay invoices in excess of this amount.
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Budgeting Information

* No matter how much cash is in the fund, you must also
have the permission to spend it.

* This legal permission to spend money 1s given to agencies

in their appropriation acts, passed by the legislature and
signed by the governor.

* The permission to spend money 1s known as appropriation.

1-13
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Budgeting Needs in Accounts
Payable

« A direct invoice (without reference to a purchase order)
will need budget for the entire amount of the invoice.

* A logistics invoice (with reference to a purchase order) has
already had budget taken at the point of purchase.

« Logistics invoices will only need budget to the extent that
the invoice exceeds the amount of budget taken in
purchasing.

1-14
AASIS Support Center
November 2004



' An AASIS Training Guide

Advanced Accounts Payable

Budget Commitment Items

« Budget 1s distributed by fund and funds center, but also has
another component, commitment item. This relates to the
character code from the appropriation act.

* The general ledger account code entered on the invoice or
purchasing document 1s linked to a specific commitment

1tem.

 AASIS derives the commitment item from the GL code._:_

E Document Overview - Display

i
G2 P AT EF D@ [ @ @S E Tt {5
Doc. type @ KR [ Wendor dnwodice ] Hormal documen t
Doc. Humber 1A6EEE1313 Company code R E Fizcal ear 20064
Doc. date By 01/2003 Poszting date BF /082003 Period a1
Ref.doc. aviadias
Doc. currenc il uso
Itm|FP foccount short text Tx |Busd (Fund Funds Center Cost Ctr Amount |Text
1861 |1000834E60 HCA& BIELE CAMF [eRck=t ] E, 000 00- |AGFC-SHHUSL [#2 OF 10) LEASE F
2 SO400050 ent of Facilities GOS80 |SDGEA000 (259 470855 £, 000, 00
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Functional Area

« Budget is also distributed by functional area.

* The functional area 1s derived from the cost center. There
1s one functional area per business area.

 The combination of fund, funds center, commitment item
and functional area 1s called the “budget quad”.

I-16
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How To Display Commitment Items
and GL Account Codes
S KI4 38000036

L] Favarites

57 LA SAP menu
[» [] Office
[ [ Logistics

57 o A Accounting

|[«][»]

57 4 A Financial Accounting

] ®eneral Ledger

] Accounts Receivable
] Accounts Payable

] Banks

] Fixed f=sets

] Special Purpose Ladger

(5 5 F F & 8

4 Funds Management

] Master D ata

] Budgeting

] Pasting

] Additional Functions
4 Information Swystem

57 A Master Data Indexes

( & & & &

57 A Commitment tems
Ga FM3% - Hierarchy Graphic
Ga 5_Kl4_ 383000034 - Alphabetical List |
@ S_KI4_32000035 - Assign to /L Account for Requests

[* [_] Funds Centers
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Program Edit  Gote  Swstem  Help J
& Bd B eE@@ OREE D008 BEE @D —— |
Assign Commitment ltems to G/L Accounts
@

Report object

Company code BRE to ﬁ

GiL account to

Authaorization group to

Field status group to

&L accounts with commt items ;

/L acets o commitment items D

Selection parametars

Fh area to \E\
Fiscal ywear 20085

Commitment itam 5856089 [= =
Financial transaction to
Item categony to
Postable to
Commt items o &L accounts I:l

Enter the commitment item code to view all attached GL
account codes or enter the GL account code to see the
commitment item code.

| [» | 5_KI4_32000036 sapetr | INS 7
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List Edit Zoto Dimensions Settings

e ﬂ.|ﬁ@ﬁ|§[ﬁ][ﬁ|@@ﬁﬁl.@l@l

Assign Commitment ftems to G/ Accounts

SBE aY ¥ Gl 8|TEhTin BaEa | (|

Assign Commitment ltems to G/L Accounts
10132004 11:20:27
CoCd |GiL#ecct “|Shorttext | GiLacctlongtess  |Cmmtitern | Tx|statcl [Fee | crear|client
ARK sl 2120002097 |09 U=se Tax Pavable 09 Use Tax Fayable Remittance S05:00:09 = ARK 2005 515
ARK SO050002000 |09 Mileage 09 - Mileage S05:00:09 F ARK 2005 | 515
ARK SO050004000 |09 hMeals & Lodging 09 - Meals & Lodging S05:00:09 F ARK 2005 | 515
AR SO50005000 |09 Common Carrier 09 - Common Carrier S05:00:09 = AR 2005 | 515
ARK SO050002000 {09 Charer Trawel 09 - Charter Trawel S05:00:09 F ARK 2005 | 515
ARK SO50090000 |09 Ground Transport |09 - Ground Transportation S05:00:09 = ARK 2005 515
ARK SO050012000 |09 Paking Fees 09 - Parking Fees S05:00:09 F ARK 2005 | 515
AR 5050019000 {09 Other Trawel Exp 09 - Other Trawel Expenses S05:00:09 = AR 2005 | 5145
ARK SO50015000 |09 Rpt Agy Emp Trav |09 - Reportding Agency Al Trawvel S05:00:09 = ARK 2005 515
AR S050012000 |09 Conf Seminar Fees |09 - Conferences & Seminar Fees S05:00:09 = AR 2005 | 515
ARK SOS0022000 |09 HonStateEmp Trawv |09 - Hon State Personnel All Travel |S05:00:09 = ARK 2005 515

The GL Account codes are dlsplayed along with a
description and their corresponding commitment
item.

AASIS Support Center
November 2004
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Checking for Budget in the Fund
with the Available Budget Report

SAP Easy Access AASIS MENU
B = | 23| & B2 ] [+~
D F awvorites

~F a SAP menu
] office
71 Logistics
D Auccounting
D Human Resources
D Infarmation Swstems
E Special Transactions & Reports (State of Adanszas)
[» D hlaterials Management
= E Financial Accounting
D Zeneral Ledger
D Accounts Receivable
D Accounts Pavable
7] Fixed Assets
D Cazh Managemeant
a Funds Management
S a Reporting

[» D Budget

= £ Budgetictual

@ w_EDW_020000032 - Line item report for large funds PO, PR-=
@ w_EDW_02000002 - Line item report for large funds INYOICES

_DEW_S00000<45 - Actual Budget:
‘G-;:l- -‘-(-_[)-I-E-‘«‘_-E-I-D-DEI-C-I-Dél;S"-F.'-;c:D -n-E;I|I:!-t-I -o-r-ndreport [Office of Accounting Use)
Ga w_DEYW_B80000042 - MiH FC GRAG| (Office of Accounting Use)
@ w_DEW_S0000047 - Revenues
@ ZFMi1 - Cost Center Account Assignment

GE’:' ZFMZ - WES Element Account Assignment
L T T

R~ ]

i v
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Brogram  Edit  Gote

Enter the N O EE @ W
Fund Code

Selection: Available Budget
(s @ Classitication /

/

Standard selections /
Fund HSCE1 01 to Enter the
Key date EIRETELLT! FundS Center
Funds center 272 C d

ode
“fear commitment itam 2005
Wariant aan
Commitment Item 5850003] %‘ Ent h

ntier tine
Feport selactions .
Agency fromfCustFund Commltment
Fiscal year 28085 2005 |tem Code
Feriod fram 1 July
Feriod to 132 Nperind 1
Output type
( J@raphical report-output 5
e Current fiscal
(@) Classic drilldown report

year and periods

1-13 should
default 1-21
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Standard zelection=

Fund to
Key date 1a/12/z2004
Funds center 272 to EI
“ear commitment item 28035
Wariant aea
Commitment ltem 5a56069| [ @
Feport selactions
Agency fromfCustFund
Fiszal wear 2003 2005
Feriod fram 1 July
Feriod to 13 Special period 1
Output type

( J@raphical report-output

@) Classic drilldown report

AASIS Support Center
November 2004
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Eeport  Edit  Goto  Mawigate Extras Settings  System  Help

249 H eaE SHER OTON BAE G

Execule Available Budget: Overview

Euﬂ@& ? Eﬁ I" " b "l rhgﬂl Humber format... @@

1t

fuailable Budget Current data (1001302004 11:47:21)

—Havigation
Period
Customer for fund

éjsé:?&ter

FM acct asst Original B Blocks Bdjustment &dj. Appr. Commi tm Expense fvailable
Displayed in 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsSD 1 UsD
g= ARE (HSCE1G1 {BE10 'EXFEMOITURES 6. 60 6. 60 ] 6. 60 4,246.50 A.60 4,247
& kK fHSCE1@1 1272 {EXPENDITURES G.84 6.84 ] G.84 4,246.50 a.8a 4,247
#*+ To 50,000, 60 6. 00 ] 50,000, 00 4, 246.50 a.oa 45,754

Click to expand the
display.
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MNavigate  Extraz

a0 e SHE DDLO EE @m
Execute Available Budget: Overview

Euﬂﬁ& ? Eﬁ I‘ ‘ ’ "l Eﬁ Humber format... @@

Settings te

fvailable Budget Current data [10M12/2004 11:47:21)
I Navigation
Feriod

Customer for fund

ctijé:%ter

FM acct asst Original B Blocks Bdjustment Adj. Appr. Commitm Expense fuailable
Displayed in 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD
$= BRK [HSCEA A fAE10 {EXPENDITURES o, a0 o.aa ] 6. 60 4, 246.50 G. 04 4,247
4= BRE (HSCE1A1 1272 {EXPENDITURES o, a0 o.aa ] 6,00 4,246.50 6. 04 4,247
4 W ARK (HSCE1E1 1272 {MA&INT - OFERATIONS §. 60 o, 680 1] 6,60 4, 246.50 6. 60 4,247
[ 1 TD:N 50,008, 60 G.84 a 50,800, 60 4, 248.50 a.an 45, 754

Click to expand the
display again.
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Seftings  System

Help

Beport  Edit &oto  Mawvigate Extras
af < CE@ SEHE DL HE @

Execute Available Budgetl: Overview
@%T&?ﬁl‘ " " .‘lﬁqa Mumber format... @-@

fuwailable Budget Current data [10/13/2004 11:47:21)

I Mawvigation
Pericd
Customer for fund

%@F?&ter

FM acct aszt Original B Blocks fdjustment Adj. Appr. Comm tm Expense Buailable
Displayed in 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD
4= ARE [HSCE181 fOETR {EXPEMDITURES o.0e o.e8 ] 6.o0 4, 24€6.50 6.o0 4,247 -
4= ARK FHECE1AA reve 'EXPENDITURES G.00 600 a G.00 4, 246.50 G.00 4,247 -
4 = ARK {HSCEA0A 1272 {MAINT - OFERATIONS G.00 600 a 6.00 4, 246.50 6.00 4,247 -
% —» ARK [HSCE181 favz 1305:006: 63 30,0008, 00 6. 00 a 0,800,060 4, 246.30 G.00 734
#*F Total 50, 000.0 Lo L TR eI el 4,246,350 /V/"I%%.’Fﬂ
I7—/—

Available budget ‘

The available budget is displayed. Direct invoices for
this commitment item in excess of the available amount
will not post. Logistics invoices have already had budget
taken at the time of purchasing.

1-25
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Accounts Payable Budgeting

* The budget effects of an accounts payable transaction
depend on how the debt was generated.

* A debt generated in the AASIS purchasing system
commits budget when the purchase requisition is saved (or
purchase order 1f the requisition wasn’t used).

 If the bill is being paid by direct invoice park and post, the
budget 1s committed as soon as the document is parked as
complete or posted.

« The amounts will be considered actual expenses for budget
purposes when the available budget tables are updated
after payment run 1s executed.

1-26
AASIS Support Center
November 2004



An AASIS Training Guide Advanced Accounts Payable

ccounts Pavable Budgeting

R |E Foto  Mawigate Extras  Settings  System  Help o
G 3B cae DHB o0on AE @E ——
Execute Available Budget: Overview

IE uﬁ ﬁ & ? EIE] I‘ “‘ " "l ﬁma Mumber format... |:.E;,- @

[+]
fvwailable Budget Current data [B2/11/2004 13:10:24) El
Customer for fund 33920610060 AR Dept of Finance & | B
—Havigation
Perdiod
Cost Center
e

FM acct asst Commi tm Expense fvailable
Displayed 1in 1 UsD 1 UsD 1 UsD
4= ARE (HSCE1G1 fAE10 'EXPENDITURES 146, 738, 04 a.060 146, 728 -
= BRK (HSCEAG1 1272 {EXPENDITURES 146, 73804 a.060 146, 738 -
4 = ARK (HSCE1G1 1272 'MAIHT -0OFERATIONS 146, 73804 a.060 146, 738 -
& Ll : : . . . o o
b Topan ot [WOTPTRT YRR R | 145 730,04 N 508 2453 260
Purchase n_——
requisitions,
Purchase orders,
and invoices These items are
appear as moved to the
commitments expense column
before they are after they are 5
\ paid. cleared by the =

| paymentrun. &~
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Accounts Payable Accounting

« The AASIS accounting system consists of a chart of
accounts.

 The Balance Sheet accounts are Assets, Liabilities and
Fund Equity. Accounts Payable 1s one of the Liability
accounts in the Balance sheet.

* The Income Statement accounts are the Revenue, Expense,
and Miscellaneous accounts. Invoice Payments can affect
the expense part of the income statement.

1-28
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Accounts Payable Accounting

« The Accounts payable account is a liability account.

« Other accounts that may be involved 1n accounts payable
accounting are expense or fixed asset accounts (what
you’re paying for).

* The cash accounts (assets) are used when payment 1s
made.

 In the case of logistics invoices, transactions flow through
a liability account called GR/IR (Goods Receipt/Invoice
Receipt).

1-29
AASIS Support Center
November 2004



' An AASIS Training Guide Advanced Accounts Payable

Accounts Payable Accounting
(Direct Invoice)

 When a direct invoice is entered into AASIS, the expense
1s debited (increased) and the vendor account 1s credited
(increased).

1-30
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Example: A direct invoice is entered for Office Depot for
$200 worth of Office Supplies.

Debits Accounts Payable Credits

Office Supplies Expense
200

1-31
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Accounts Payable Accounting
(Direct Invoice)

« When the payment run executes, cash 1s credited
(decreased) 1n the fund and accounts payable 1s debited
(decreased).

1-32
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Example: The payment run uses cash to issue a warrant
for Office Depot.

Debits Cash Credits

Accounts Payable

Office Supplies Expense
200

200

1-33
AASIS Support Center
November 2004



' An AASIS Training Guide Advanced Accounts Payable

Accounts Payable Accounting
(Logistics Invoice)

* When a goods receipt 1s entered into AASIS, the expense
is debited and the liability is credited. The liability 1s
recognized 1n the form of a credit to the Goods
Receipt/Invoice Receipt Account (GR/IR).

1-34
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Example: A goods receipt (MIGO) is entered for a
purchase order to Office Depot for $200 worth of office
supplies.

Debits GR/IR Credits

Office Supplies Expense
200

1-35
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Accounts Payable Accounting
(Logistics Invoice)

* When the logistics invoice is entered, the GR/IR account is
debited (decreased) and the vendor account payable 1s
credited (increased).
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Example: The logistics invoice (MIRO) is used to enter
the invoice for the purchase order to Office Depot.

Debits GR/IR Credits

Accounts Payable

Office Supplies Expense
200
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Accounts Payable Accounting
(Logistics Invoice)

* When the payment run 1s executed, the vendor account 1s
debited (decreased) and cash is credited (decreased).
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Example: The payment run uses cash to issue the
warrant to Office Depot.

Debits Cash Credits

GR/IR
200 ‘ 200

Accounts Payable

200 ‘ 200

Office Supplies Expense
200 ‘
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Vendor Master Records

Before you can pay a vendor, that vendor must have a master
record set up in AASIS.

The vendor’s master record contains master data that all AASIS
users call upon in transactions: account number, address, bank
account information, and payment information. These are
maintained by Office of State Purchasing.

During the payment run, AASIS checks the vendor’s master
data. Certain data must be 1n place for the invoice to pay. All
vendors must have either a street address or P.O. Box regardless
of payment method chosen. For an automatic transfer payment
to be made to a vendor, the vendor bank and routing data must
be in the master file.

1-40
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Viewing Vendor Master Records
with XKO03

hdenu Edit F awvorites wtra= Syrste elp

I i T R e N - - S -4 i 0 - N 23 Pz
SAP Easy Access AASIS WMENU
[& = | & | & 2| | [ [

12 ME<Z - Change
2 ME<E - Display
@ ME4L - hlaintain Supplement
@ MESS - Release
> [ List Displaws
= E Reparting
Eia MES0AMN - Zeneral Analyses
@ MESZ2 - Archived Purchasing Documents
= E FPurcha=zing Information System
D Standard Analyses
D Flexible Analy=ses
D Flanning
D Early Miarmming Swystem
|:| Info Librany
'E Environment
= E M aster [ ata
) MMOS - W aterial
) ACOS - Service
[= D Info Record
o a Wendaor
@ M EDZ - Purchasing

o

(Rl vl v v,

an|

v
i
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¥ oEicee CHREEDN0IECE O
Dispiay Vendor: initiai Screen

foooosad7 [
oot K

Purch organizaton

Address
Cantral
Payment transactions

Click the drop down box to
search for a vendor

Accounting infa
Payment transactions
Correspondence

[] Withholding tax

[] Purchasing data
[] Partnerfunctions
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Wendar Account Mumber 17

Yendors [General) k Vendors by Countrp/Company Code | bt |T| |T| |E|

Search term

Poztal Code

Ciky

M ame Tgooey”

%" Type in as much of the name as you know,

surrounded by asterisks. Click the green
check.

b a=irnum v

|7 | |0 B3|
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Wendor Account Mumber (13 1 Entry found

w® Yendars [General) k Yendors by CountryACompany Code k YWendors | T EI EI
| =

« B3 |EH|E e E | &

SearchTe... FostalCo... | Citw Ham= -1 “warndor
WEHMLD

=250 ORLANDO FO0O0EY Al SONS CHOCOLATE 100000133

Select the desired vendor from the list and
click the green check.

1 Entry found
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&G 2 EE SN AR R &

Dispiay Vendor: initial Screen

hooonasar s
- B

Purch.organization

Address
Contral

Payment transactions

Accounting info
Payment transactions
Cotrespondence

[ ] withhaolding tax

Sl —— Select all by clicking the selection icon
Jramerteers - gnd click the green check.

AASIS Support Center
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=
fWendar: 1666BE133 %
gt

Mame

Titla =

Hame Gooey and Sons Chocolate Factony

Search terms

Street address

Street'Houze number 121 Cocoa Blvd.

[ristrict ORANGE

Postal codedCity 32804 ORLAMDO

Coauntry us LS Region FL Flarida

Jurizdict. eode 1003511601

A screen for each selection appears in order of selection.
To continue viewing next screen or return to a previous
screen, use the turn-page arrow icons. g g

AASIS Support Center
November 2004

1-46



' An AASIS Training Guide Advanced Accounts Payable

xtras  Enwironment System  Help

JH I @@ ERES0LH8 BE @

E Display Vendor: Controi
Gﬂﬁ El Tax categaries

El‘t-f_e_-p_-:j_-:-_r_i 10000608133 Zooey and Sons Chocolate Factony ORLAaMDO
Account control
Customer Autharization
Group hey
Tax information
Jurisdict. Code 160689511601

T ax office

Tax Mumber

Reference data

Industry
FAD-relevant

This screen displays the vendor’s jurisdiction code. To

continue viewing next screen or return to a previous
screen, use the turn-page arrow icons.
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Edit Goto Extras  Enwironment System  Help

< COQ DEHE DGH0 EE @D
E Dispiay Vendor: Payment transactions Accounting

v E B
Mendor! 188000123 Gooey and Sons Chocolate Factery  ORLANDO
Company Code ARE State of Adansas

Fayment data
Fayment tarms EReNch] Talerance group

Crmemo tarms Chk dauble inw. W

Automatic payment transactions

FPayment methods  CW Fayment blaock Free far payment
Alternat.payes House bank
Individual pmnt iZrouping key

Fmt meth.supl.

Fmt adw. by EDI Alt.payealdoc.) FPermitted payes

Imvaice werification

Talerance group

By clicking forward three screens, you can view the

vendor’s payment terms and payment methods (check or

warrant in this example.)
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Transaction FK03 —Viewing Vendor
Master Records with bank data

» Transaction FKO03 is provided for the Account Payable security
role given to users with a valid need for viewing Tax
Identification numbers and full Bank data. Steps for using
FKO03 are the same as for using Trans. XK03 (Topic 1-4).

* Note: selections for purchasing data are available in XK03 but
are not available in FK03.

« Resulting screens from 1nitial selections are the same as in FK03
as seen 1n XKO03 except the Payment Transactions screen will
generate full bank data.
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Viewing Vendor Master Bank Data
with FKO3

hdenu Edit Faworites

B @ o DEE BT AR EE

SAP Easy Access AASIS MENU
3= | Eal | & B2 | [+~

= E Subsequent Settlement
] D Wendaor Rebate Arrangements
= 'E Customer Rebate Arrangements
D Febate Arrangement

<[]

D Business Wolume Comparison
|:| hlessage=
[T List Displaws
|:| Special Function=
E Enwironment
= a Customer

= E Business partner
I:l Sale=s prospect
D Customer [ |
I:l Contact persons
D Sales partner=s
D Hierarchy nodes
|:| Customer hierarchy

E Carrier
T2 Wil - Create

L2 FKOZ - Chanae

R v v v,

(R~ v Il v v

[» D Sales personnel

an|

| b
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S @@ 2 EE 0408 EE @
Dispiay Vendor: |nitial Screen

EY=

zcounting info

1ent transactions

[ ]withhelding tax

Select the vendor and checkboxes.
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' An AASIS Training Guide

Environment Systerm  Help

2l 0 @@ LR Dho0 EE @M
Dispiay Vendor: Payment transactions

v E B A
Wendaor 1000060134 izre ase hlonbey LITTLE ROC:
Bank details
Ctry|Bank Key Bank Account Auccount Hold C.|I[BAM|BrkT|Referance Details C.|Hame of bank |
S [pH1a2a1s 22558299 1) G Cash Keepers Bank of A

ool =

(D]

L[] |

Fayment transactions

Alternative payee in document

Individual spec.

Spec. perreferance Fermitted payes

Alternative payea

Bank data as displayed in FKO3. Click on Bank data for

more information. |l 8ankdata. |
|

[* | ETR (1305107 2l | zapetr | INS %
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Bank Crata

................

Bank country: us
Bank Key OE4162818
FAddress
Bank name Cazh Keepers Bank of Akanzas
Region R Adiansas
Straet 25 Piggybank 5t.
City Little Rodk

Bank Branch

Caontrol data

SWIFT code

Bank group

[] Fostbank Acct

Bank number BE41032818

'ﬂ? Change documents | Administrat.data... gl 3

Additional bank information is displayed.

1-53

AASIS Support Center
November 2004



' An AASIS Training Guide Advanced Accounts Payable

Use ZVENDTAXID to search for
the vendor’s tax ID number.

« ZVENDTAXID is provided for the security roles given to users
with valid needs to search for Tax Identification number or bank
account numbers only.

« Examples of a need for this include: 1) searching vendor master
records using Transaction XKO03 and locating more than one
vendor with the same name; 2) searching vendor master data
using XKO03 and finding a single vendor with several AASIS
vendor numbers; 3) awareness that a vendor may have changed
their Federal Tax I.D. number; and, 4) verifying vendor tax
information on contracts.
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Er-:- gram Edit El:l {1} System H

Taxid Search
& [

Be sure VEND is the Vendor account group.
Wendor account group ".I'ENEI@ to
Account number of vendar ar ]
Name 1 ]
City LITTLE ROCHK ta
Fostal Code to
Tax number 1 ]
Tax number 2 ]
Houze number and street ]

Further processing options

OfTE==Tr Enter at least one other search criteria to
(1 Display as table @) Interactive list
(. VABC analysis [ 1 5preadshest

() Executive Info System (EIS
(. Additional query functions
(I File stare

() S awe with 1D

o = limit search. Execute o

Note: When using Name 1 field, wild character asterisk * may be

used. Name 1 is a case sensitive field. s
AASIS Support Center
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List Edit Gote  Wiews Setlings

2d HISEaa DG OTAaa EE G

Taxid Search

FNad¥F A BaTHT BEa B
Taxid search

Vendor Hame 1 Street City FostalCode |Rg Tax code 1) Tax code 2 |Fmnt meths
100000001 | CATT TEST 2Z2nd STREET LITTLE ROCK |72201 AR 00-0000000 | Cf IE'
100000014 [Smalltell Inc. 12 Smalltel Drive LITTLE ROCK 72204 AR 11-A414420 [ Cnf |E|
100000023 [Old world Supply 124 Third St. LITTLE ROCK | 72203 AR 111114111 [T

100000024  (Bank and Business 1295 il Road LITTLE ROCK | 72202 AR 222RERERR (O

100000025 Ben and Franklin 101 Barrow Road LITTLE ROCK | 72202 AR A1-1111112 | o

100000025  |Besser Office Supply 1000 Chenal P adouay LITTLE ROCK | 72203 AR b i [}

100000027  |Boise Cascade 5232 Rodney Parhem LITTLE ROCK | 72202 AR 222222724 (O

The report displays the vendor number, name, address, tax
information and payment method and bank account number.

100000070 Ticketronic Ticket Printing 2121 Inkpot Awve. LITTLE ROCK | 72204 AR F3-FF3I0004 | Cn
10000007 1 Cale-Caola Battling Co. 2877 Carbo Rd. LITTLE ROCK | 72209 AR A 444000 | Cinf
100000073 - tT - T o : TTrTmTTTTmTTTT T "GA440005 T
wooers Pgayment methods: A — Automatic Payment;  zssosjew
100000075 S-A490005 | S
60800675 C — Check Payment; W — Warrant 53330007 | CW B
100000024 LT Aot s it [ |u3-333EIEI11 cnf IE‘

[» IETR(1)(51EI) zapetr | INS

[revein Proiect Selectne

N
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Use ZVENDBANK to search for the
vendor’s bank account number.

* You can search for vendors by bank account number using
Transaction ZVENDBANK. This transaction will not give
users access to the vendor’s full bank account data - only the
account number. You can search by a known tax 1.d. number, or
search for tax 1.d. numbers using Vendor name, street address,
city, state, or zip code.

 Use ZVENDBANK to troubleshoot an unpaid invoice which
included automatic (A) payment method. Transaction
ZVENDBANK will verify whether an actual bank account
number exists in the vendor’s master record.

1-57
AASIS Support Center
November 2004



' An AASIS Training Guide

Er-:- gram Edit El:l {1} System H

Advanced Accounts Payable

IB e@e SHE Dnan BE @m o

......

Bank Acc Search

@

Frogram selections

Wendor account group
Name 1

City

FPostal Code

Region (State, Province, Cou
Tax number 1

Tax number 2

Houze number and street
Furchazing organization

YWendors account number

YEND to
to

SAN DIEGD ta
ta o
. Leave default “9999” in Purchasing
: organization field.
EEEE] to |
to

Enter at least one other search criteria to

Further proceszing options

()Mo futher processing

() Display as table

() Graphics

[ VABC analysis

() Executive Info System (EIS
( vAdditional query functions
(_JFile stare

()5 awe with 1D

@) Interactive list
( 1Miard processing

[ 15preadshest

limit search. Execute
£

Note: When using Name 1 field, wild character asterisk * may be
used. Name 1 is a case sensitive field.

AASIS Support Center
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Viewz  Seftings System  Help

Advanced Accounts Payable

2d HISEaa DG OTAaa EE G

Bank Acc Search

& &9 ¥ ||

ZH T HEw | H

Bank Acc Search

Vendor Hame 1 Streat City FostalCode| Rg Tax code 1) Tax code 2 (Fmnt meths) Bank aceount
100000072 |k Friends of the Animals Wegetarian F |2212 Morth Carne Boulewvard | 54N DIEGO (92101 CA F3-3F30005 | Cuf 22555599
100000072 |Aardvadito Zebra Supply Co. 8675 Chipmunk Trail SAN DIEGO (92104 CA 33-2330008 [ CWf 11654455
100000052 [The Modern Zookeeper 29 Zoological Patway SAN DIEGO (92101 CA 33-3330013 [Cwf II2Z26E5539
100000029 [Animal Traces 44 N. Paws SAN DIEGO (92101 CA 4444400132 [ T IF2ZEES500

The report displays the vendor number, name, address, tax
information and payment method and bank account number.

Payment methods: A — Automatic Payment;

C — Check Payment; W — Warrant

[» | ETR (13105107 sapetr INS
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